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*
APPENDIX A

PAYROLL ADVANCES AND SUPPORTING DOCUMENTATION

17-A-1. Purpose.  The following guidelines are to assist USACE
Commands in reconciling their payroll advance accounts with the
Omaha District records.

17-A-2. Backup Documentation.

a. The Central Payroll Office (CPRO) mails SF 1166s
following each pay cycle or after any supplemental payments. Any
questions regarding SF 1166s or attachments should be directed to
the CPRO.

b. Following the close of each month, the Revolving Fund
Accounting Unit, Omaha District, will forward each USACE Command
a status of Revolving Fund Cost and Operating Accounts (V-2
Report) and a copy of the Register of Accepted Transactions (RAT)
printout. In addition, a USACE Command may receive one or all of
the following supporting documents: Schedule of Canceled or
Undelivered Checks (SF 1098); Collection Voucher (SF 1114-B);
Voucher and Schedule of Withdrawals and Credits (SF 1081);
COEMIS-Accounting Transfer Entry/Reference Document (ENG Form
4479); and COEMIS-Accounting Entry/Reference Document (ENG Form
4480 (Auto)). Questions concerning this documentation should be
directed to the Omaha District Revolving Fund Accounting Unit, at
(402) 221-4350 or 3926.

(1) The V-2 Report is an Omaha District report that
provides each USACE Command with the following information:

Beginning FY Balance - Accounting Element (A/E) 200
Advances - A/E 305 for current month and current FY
Actual - A/E 306 for current month and current FY
Total Expenses for current month and current FY
Total Income for current month and current FY
Balance at end of period for current month and current FY

Most items are self-explanatory.  The cumulative total for
advance (A/E 305) is the amount that must be reconciled each
quarter with the Omaha District for each reconciliation.
Additionally, actual (A/E 306) includes actual payroll expenses
as well as any miscellaneous transactions processed. The
cumulative balance at the end of the period is the amount that
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should be reconciled to the balance in the USACE Commands advance
accounts each month following receipt of the documentation.

(2) The RAT provides a detailed listing of all transactions
entered during the month.  Transactions are easily identifiable
by document number. A schedule of the types of documents USACE
Commands will receive and an explanation of their effect on their
advance account maintained in Omaha is provided on page 17-A-5.

(3) The SF 1081 (page 17-A-6) is an official record of
transfer of funds.  The document number used on this form will
not appear on the RAT. A receivable or payable will appear
instead depending on the action taken (page 17-A-7).

17-A-3. Reconciliation of the Omaha Advance Account.

a. When the V-2 Report and RAT are received, backup
documentation will be matched to the entries on the RAT. To
verify that payroll expenses have been recorded correctly,
identify the SF 1166s that were disbursed for the month (page 17-
A-8).  The net payroll amount will appear on the RAT as an “MD”
transaction and the payroll deductions will appear as “TX”
transactions (page 17-A-9). The net payroll plus the deductions
listed on the RAT should agree with the gross payroll amount on

* the SF 1166.
*

b. After all the transactions on the RAT have been
verified, the next step is to balance the V-2 Report ending
balance. Take the prior month*s balance and net all transactions
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* processed for the period (pages 17-A-14 through 17-A-17).
Periodically adjustments may be made to payroll advances to
compensate for transactions which are not reflected on the SF
1166. These types of transactions are covered in c. below. Keep
in mind that a large income balance (negative amount) at the end
of a month may be explained by an advance being entered into
COEMIS and the actual payroll expense for that pay period not
being recorded until the following month. There must never be a
large debit balance in the advance account.

c. Adjustments to the advance accounts for amounts not
included on the regular SF 1166 are sometimes required. Omaha
District uses an SF 1081 to record these types of adjustments.
Examples provided (pages 17-A-18 through 17-A-21) are for
recoupment of overpayment of salary and recoupment of erroneous
payment of lump-sum annual leave. SF 1081s with the advance
account (VW912) shown on the “Billing Agency” side will require a
negative “TJ” to be input by the USACE Command. Conversely, if
the advance account (VW912) appears on the “Customer Agency” side
a positive “TJ” is required.

17-A-4. Reconciliation of USACE Command Advance Accounts
(VW470005 and VW931000) With the Omaha Advance Account.

a. The worksheet and supporting documentation on pages 17-
A-22 through 17-A-34 are provided as a sample for use in
reconciling the USACE Command advance accounts to the Omaha
advance account as reflected on their V-2 Report. The worksheet
can also be utilized as a tool in determining the amount to
advance to Omaha and in determining the actual fringe benefits
percentage. Amounts entered are taken directly from the advance
ENG Form 4480, “TH” transaction; the SF 1166; and any other
documentation received from Omaha (see paras 17-A-2 and 17-A-3
above).

b. The balance of the advance accounts within COEMIS should
equal the Advance Balance Reconciled with Omaha (line on
worksheet) plus Total Advances Sent minus Total Payroll lines on
the worksheet. This amount should equal the balance of the Omaha
advance account on their V-2 Report.  Worksheet adjustments may
be required to either the USACE Command balance or the Omaha
balance for transactions entered near the end of the month but
not received in time by the other. Normally the balance of the
USACE Command advance accounts should be positive and the balance
of the Omaha account should be negative. Example: If VW470005 and
VW93000 when added together equal $1,000,000.00 and the V-2
report shows a balance of $<1,000,000.00>, the accounts are in
balance.
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* c.  Another facet in reconciling the advance account is
determining the sufficiency of the amount in the USACE Command
accounts. There must always be a sufficient debit balance within
the VW470005 and the VW931000 accounts to cover any actual
payrolls which have not been processed.   Example: A USACE
Command with pay periods ending 12 August and 26 August, must
have a debit balance in the advance accounts as of 31 August to
cover pay period ending 26 August.  Actuals through 12 August
will have been received and processed during the month and the
advance for 26 August was due in Omaha by Friday the 1st of
September.
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